
PAGE 
1 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  TO A C C U M U L A T E .  N O  FURTHER A C C U M U L A T I O N  A N T I C I P A T E D  

m?i Latest 9.Exaat Se r i e s  T i t l e  
Dates of Ser ies  

STATE PARKS SUPERINTENDENTS' OPERATION FILES (Agency Common Standard) 
I '' What is t h e  function of t h e  o f f i c e  i n  which t h i s  record series i s  created? 

Superintendents operate and main ta in  a S ta te  park. Th is  invo lves :  Maintenance and r e p a i r  
o f  b u i l d i n g s  and equipment, and the  upkeep o f  grounds and o ther  f a c i l i t i e s  and expanding 
park f a c i l i t i e s ;  prov ide i n fo rma t ion  t o  the  p u b l i c  concerning the services fu rn ished by 
the  park; reso lve  d i f f i c u l t i e s  and perform general p u b l i c  r e l a t i o n s  work; p a t r o l  park areas 
t o  see t h a t  v i s i t o r s  are complying w i t h  park ru les ,  t h a t  p i c n i c  tab les  and g r i l l s  are i n  
good r e p a i r ,  and t h a t  wood f o r  f i r e s  has been cu t ;  c o l l e c t  fees f o r  the use o f  park f a c i l i -  
t i e s ;  may supervise the opera t ion  o f  a concession; ma in ta in  necessary records and repor ts ;  
and assure t h a t  a l l  necessary r e p a i r s  and purchases are made. 

1. This f i l e  contains t h e  following documents (include form numbers and t i t l e s ,  if any, 
and f i l e  arrangement ) . 
Documents r e l a t i n g  t o :  t he  opera t ion  and maintenance o f  a S ta te  park. 

Inc luded'are:  
superintendents f o r  reference purposes. The record copy o f  t h i s  record se r ies  i s  r e -  
ta ined by the general o f f i c e  o f  the Department o f  Natural  Resources. 
sheet f o r  records included' under and excluded from t h i s  ser ies .  

records i n  t h i s  se r ies  are copies o f  documents re ta ined  by State park 

See attached 

F i l e  i s  arranged: ch rono log ica l l y  by f i s c a l  year; thereunder a l p h a b e t i c a l l y . b y  sub jec t .  

ATTACH SAMPLES OF THE FILE 



13. Is t h i s  t h e  Record Copy of t h e  s e r i e s ?  
(Record copy i s  re ta ined i n  general o f f i c e  o f  the Department) 

1 4 .  

15.  

16. 

17. 

18. 

19. 

20. 

21. 

22. 

2 3 .  

Is t h e r e  a dupl ica t ion  of  t h i s  s e r i e s  i n  another o f f i c e  o r  akency? 

Is the  information contained i n  t h i s  s e r i e s  ever summarized o r ' pub l i shed? .  
Attach copy of summary o r  publication. 
Does t h e  s e r i e s  contain c l a s s i f i e d  information requi r ing  secu r i ty  handling? 

Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate agency p o l i c i e s  and procedures? 

Could the  function be performed if t h e  f i l es  were l o s t  o r  destroyed? 

Is t h e  s e r i e s  ( o r  major por t ion  of i t )  regular ly  microfilmed? I f  yes ,  why? 

Does t h e  record s e r i e  provide data as input t o  an EDP f i l e ?  

Does t h e  record s e r i e s  contain documentation produced as EDP p r in tou t?  

Has t h e  Federal Government issued in s t ruc t ions  governing t h e  retentionrdispo- 
s i t i o n  of these  f i l e s ?  

W i l l  t he re  be a need f o r  these  records 10, 15 years from now? I f  yes,  what? 
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24. REQUIREMENTS. The following requires the  f i l e s  t o  be k e p t  2 years  : 

a .  [ ]STATE b.  [ ]STATUTE OF c.  []AUDIT d. []FEDERAL e .  WADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMIT AT I ON PERIOD L A W  D E C I S I O N  VALCTE 

(C i t e  Law, S t a t u t e ,  or other  reason fo r  the  re t en t ion  requirement) 

25. AGENCY RECoMMENDATIO~S. This agency recommends t h a t  t he  f i l e  s e r i e s  be cut o f f  at the  end- 
of each -[]CALENDAR YEAR -D(IFISCAL YEAR -[]OTHER ,then : 

[ ] Hold i n  the  cur ren t  f i l e s  a r ea  , month(s)/ 2 y e a r ( s ) :  
[ ] Transfer t o  [ S t a t e  Records Center [ ] Local Holding Area; hold y e a r ( s ) :  
D ( ]  Destroy. 
[ ] Transfer t o  S t a t e  Archives f o r  permanent re ten t ion .  
[ ] Destroy immedPately arter cut-off. _ I  

[ ] Other: (Specify) " I  

Records i n  t h i s  se r ies  have a d imin ish ing  and minimal reference value 2 years 
a f t e r  c u t  o f f .  The record copy o f  documents i n  t h i s  se r ies  have equal o r  longer 
r e t e n t i o n  standards and are re ta ined i n  the general o f f i c e  o f  the Department. 

( Ind ica te  b r i e f l y  ra t iona le  for recornendations above/or w r i t e  addi t ional  remarks) : 
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STATE PARKS SUPERINTENDENTS' OPERATION FILE 

Included are the fol 1 owi ng documents : 

A. Finance and F iscal  f i l e :  telephone report; Peimbursement t o  
operating f u n d ;  local purchases of gas, o i l ,  and diesel fuel;  
request for  supplies and equipment; department payroll time 
sheet; truck gasoline record; weekly report; physical inventory 
sheet; uniform clothing requisition; weekly attendance report; 
prior approval; transfer of property for inventory records; 
travel expense statement; t r a f f i c  counter reading report; gaso- 
l ine  storage tank report; gasoline bi l l ing t o  other agencies; 
t i cke t  record; project authorization; boat dock permit; f ie ld  
purchase order; State of Georgia purchase order; v i s i to r  regis- 
t ra t ion  receipt;  concession agreement; h u n t i n g  and fishing 
1 icense receipt;  and related documents. 

Office Service and Supply -l_ f i l e :  inventory adjustment document; 
custody receipt document; transfer shipping document; report of 
l o s t ,  damaged, destroyed, or stolen property; rental equipment 
log; contract s h i p p i n g  order; and related documents. 

services schedule; job description; operator 's  report of motor 
vehicle accident; employee's f i r s t  report of injury;  supervisor's 
accident investigation report; leave request; and related documents. 

direct ives;  and other communications between a park and the general 
off ice  or public; records management documents; v i s i t  memorandums; 
group camping contracts; building contracts; water sample reports; 
pioneer camping permits ; and re1 ated documents. 

B. 

C .  Office Personnel f i l e :  personnel action request; personnel 

D .  Office General Management f i l e :  correspondence; memorandums; 

Excluded from the disposition standard for  the State Parks Superintendents' 
Operation File are the following documents: factory warranties, dealer 
guaranties 
boundry pl a t t s  : As-built drawings i f  ut i  1 i ty  pl  acments : park brochures 
and other l i t e r a tu re  avail iable for  distribution t o  the public; departmental 
publications and newsletters; blank accounting and administrative forms. 

and instruction manuals for park equipment; maps and property 


